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T was an employee at Lacasse & Associates, LLC from April IS, 2002 to January 11, 
2005. 1 began employment as a Patent Secretary, and after a year and ahalf of employment, 1 
was promoted to Assistant Manager of Administrative Services in October 2003. During my 
time as Assistant Manager of Administrative Services, one of my duties was to enter data from 
USPTO correspondence into the CI S case tracking software and review the reminders for each 
administrative staff person as well us all of the patent agents every two weeks. 

During my employment as a Patent Secretary and lata* as Assistant Manager of 
Administrative Services, 1 was trained by LaRielco Welch on the following procedure for 
handling incoming USPTO correspondence: 



After opening all incoming mail from Hie United States Patent and 
Trademark Office, the proper procedure for docketing inooming 
USPTO correspondence, specifically offioo actions, is as follows: 
(1 ) Log into CTS (our ease management software); (2) while in 
CTS, search for our docket number by typing in the U.S. 
application number in the search form; (3) write our docket number 
on the envelope or a post-it note and attach if to the corresponding 
USPTO correspondence; (4) retrieve the file wrapper of the 
corresponding file from our record room; (5) write the mailing date 
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of the office action on the front cover of the file wrapper, (6) return 
to CTS and access the office action screen of the corresponding 
case; (7) enter die mailing date from the front page of the office 
action into the '"mailing date" field of the office action screen; (8) 
upon entering the mailing date at the office action screen, the 
software will prompt Ac user to enter the mailing dato again in 
order to confirm the accuracy of the entry; (9) after entering the 
mailing date to confirm accuracy, the software generates two dates 
~ (a) Ihe **Date Due", which i* three mouths from the mailing dato 
of the office action (two months if a final office ac*w»i); and (b) the 
"Last Date to File**, which b six months from the mailing date of 
the office action; ( 1 0) the user will be prompted to accept the dates; 
(11) after accepting the dates, the user then generates a letter to the 
client, notifying him of an office action; (12) the user then 
generates an amendment form for the patent agent to complete al a 
later date; (1 3) the employee makes two copies of the office action 
- the original office action is sent to the client, one copy of the 
office action is hole-punched and placed in the incoming USPTO 
correspondence section of the file wrapper, and the other copy of 
the office action is placed in a working folder for the patent agent; 
(14) the employee then creates several labels for the patent agent's 
working folder indicating the following - (a) our docket number 
for the case, (b) the two-month due date for the response to the 
office action, and (c) the three-month duo date tor the response to 
the office action; (1 5) the labels are placed on (he front of the 
working folder and the copy of tha office action is stamped with 
"COPY" on the front and placed in the working folder; (16) the 
employee gives the file wrapper to another employee who enters 
the following information into the shared "Patent Dept. Office 
Actions" task list in Microsoft Outlook - me docket number, 
patent application title* client contact iortbrmuticm, type of response 
needed, aligned patent agent initials, an indication ofa "final" 
office action (if the office action is final), the due date, and die 
month of response for that due date; (1 7) the working folder and 
file wrapper are given to the appropriate patent secretary; (1 8) the 
patent secretary enters the doe date on their personal desk or wall 
calendar: (1 9) the patent secretary enters the due date on the desk 
or wall calendar of the Assistant Manager of Administrative 
Services; and (20) finally, the working folder and file wrapper are 
given to the appropriate patent agent who will work on the 
response to the office action. 

It is my opinion dint I was adequately trained to perform the above-described dudes. 
However, around June 7, 2004, 1 received an office action on the above-referenced application, 



PAGE 8/26 * RCVD AT 5/2512005 1 2:51 :46 PM [Eastern Daylight Time] * SVR:USPTO«EFXRM/0 * DNIS:8729306 ' CSID:7038387684 * DURATION (mm-ss):07-26 



MAY-25-2005 WED 12:48 PM LACASSE AMD ASSOCIATES 



FAX NO. 7038387684 



P. 



FROM : 



FAX NO. 



Jan. 23 2003 11; 42PM P4 



and I did not properly docket or input the information into Lacasae & Associates, LLC's case 
tracking software (CTS 5,0) T which would have created a proper reminder to file a response to 
the office action mailed on June 7, 2004. I did not inform anyone at Laoasse & Associates, LLC 
about this error in docketing. Consequently* the abovcroferenccd application became abandoned 
due to failure to respond to the office action of June 7, 2004. 
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Respectfully submitted, 
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